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ABSTRACT ' ; 

Subscribing to the national CEU (Continuing Education 
Unit) system, the document translates'^'the national guidelines into 
concrete institutional plans, for the State of Illinois, It is- 
intended for use by;-ahy organization in Illinois which offers 
non-credit continuj^ng educational experiences and which is interested 
in awarding contin-iiing .education units for' those experiences which* 
meet the criteria and ^guidalinfes*;included . Topics presented are: tl^e 
resolution ado^ting^' the statewide plan; the resolution regardijng use^* 
of CEO'for data collection; the official definitions' of t-he. term 
Continuing Education Unit ; 'criteri^a for awarding continuing education' 
-units'; and operating guidelines. Mejabejs .of the Illinois Statewide 



V^:^^ CEU Conference Planning ^Committee and' the Illinois.- "Statewide CEU Task 
* '\ Force- ar.e listed. "A resolution .recommending the e;gt^iishment of a 



' centralized record '^yst^m cpnyclades the document. Ap^ 
sampJ,e/'ijistitutional requfe^'t'.-form for the awarding of 
educatiob'^ unit. (NH) ^ - / . , , ' ^ 
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/ 

"^^^'''^f ''".P"'' °^ continuing education unit on adult and 

Deceit' 1 97?T ""'"^ " '^^^^ «^-- "in 

NoS r , '^l' '""^"'^ °^ Education Round Table of 

Northern' Illmois., Representative members of the Round Table then 

uToJt a ^a:'"^°" "T""''^^ ^° obtail funds S 

To^t^lf ^""^ ' conference on CEU. to disseminate pre- and 
post-conference mformation regarding the CEU and, finally, to provide a 
suggested statewide plan for the award of continuing education u^Is 

State agencies, professionaUssociationTan?iterred°LS'u2 
o^ojumty to share information about this newly establiAedTer^ S 
participation in continuing education. "c«»ure oi 

Following this con/erence, a Statewide CEU Task Force Committee was 

thrconti? J ' ''"^"^^'^ P'^" Of implementation forSTawX 
the contmuing edutation unit in.nnnnic ' . oi _ 



the continuing eduiation unit i^inoi^ 

■^J^jfr"^^' '° "^'^""^ ''y^^"' translates the 
the^ State of lUinois which offers non-credit continuing educational 
expenences is encouraged to award continuing educationTnits ^oTS 
expenences which meet the criteria and guidelines se^ forth herein. 
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RESOLUTION #1 

"^VHEREAS ^he Illmois Statewide CElJ-.task Force is Broadly 

l7u1T Z °^ universities, statewide offices If 

education and potential user groups; and 

RW^H^^S the Task Force has intensively studied the concept and 

mon^Z '""'Jf' ' '^-'^"y conimiLoned 

''^''^'^^ conference which brought 
nationally, recognized CEll experts, io Illinois, and thirdly by 
discussion and debater 

THEREFORE ^E IT RESOLVED that the Task Force unanimously 
endorses this "Suggested Illinois Statewide Plan for the a3 o^ 
the Continuing Education Unit;" and . - - 

"^^mt^f TI"^'' '''' college Board 

commend to the mstitutions within the community collSe- 
system and the Illinois Board of Higher Education toThe system 
of hgher education in Illinois, the suggested statewide S f o 
adoption and implementation. , - 



RESOLUTION #2: USES OF CEU FOR DATA COLLE#ION 

wnvRFAS the Task Force recognized the primary objective of the CEU as 
Ihe ^rrnent record S^estabUshes for^mdividual participants .n 
to^Z which fuUy satfefy the requirements for the award of 
. CEU; and " ; 

^REAS the Task Force reaUzed that CEU ^n also provide a uniform 
system for accumulating data by the institution or orp^Mn 
fof p^poses of program plany,ing, development. admm.strat.on. 
<■ fiscal management; and \ 

iikEREAS the Tasl^ Force reviewed ^vefal systems now in use 
throughout the' country (pWicWly in the South) m which the 
CEU data< are accumulate4 to ,Vssist in management and fiscal 
decision making^^ ^. 

■ THEREFORE BE IT RESOLVED th^it the Task Force recommends that 
the.possible utilization pt ' these record-keepmg umts for 
• admin^trative and funding >rposes be determined by each 
LSon within the State of IllSnois according to its mtemal 
ncc4s.<' - - ' . ✓ .. 
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DEFINITION 



One Continuing Education Unit is defined as 



TEN CONTACT HOURS OF PARTICIPATION IN AN 
ORGANIZED CONTINUING EDUCATION EXPERIENCE 
UNDER RESPONSIBLE SPONSORSHIP, CAPABLE 
DIRECTION AND QUALIFIED' INSTRUCTION. 

CEU can be awarded only When an educational experience satisfies aU the 
requirements of-the above definition. 

TEN CONTACT HOURS OF PARTICIPATION.. . . One contact hour is 
' generaUy represented by a fifty minute class. Class length varies 
slightly in different institutions,. and these variations should be 
accommodated. A tyoical claSs given in two hour sessiofts for 
twelve weeks would fcvolve 24 contact hours and would merit ' 
2.4 ,CEU. The number^of CEU awarded for less structured 
activities can be determined by judging the hours of in-class 
insthiction which would be necessary to meet the same 
educational objectives. 

I-N^AN ORG-ANIZED CONTINUING EDUCATION 
f!XPERipNCE . . . Such an experience assumes predetehnined . 
. program'objectives in terms of the clientele to be served, the skiU 
or knowledge to be gained, and the format and methodology 
involved. It will necessarily require interaction between 
administrators.'^educators, and representatives of the client group. 

UNDE'r responsible SPONSORSHIP... Spomotship will be 
considered "responsible" if the institution, association or 
organization is prepared to assume administrative responsibility 
for the program. Supervision must be assigned to a capable 
director, and a permanent record system Riust be maintained. 

CAPABLE DIRECTION,^, . Pro-ams iriust be planned and developed by ' 
professional ^ducators comi^etent to select the appropriate", 
educational format, appoint a qualified .instructional staffj 
evaluate individual performance and course effectiveness, and 
,acc^t responsibility for program 'management' and 
administration. 
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Q UALI FIED INSTRVCTION . . . Instructional competence may be 
demonstrated i)y recognized experience, formal qualifications, or 
' relevant publications. Such competence will be evidenced by a 
command pf the subject matter, an understanding of the program 
objectives, an ability to employ appropriate instructional 
methods .and an. obvious experti-.e in the communication skills 
r^equired for effective^ teachings 
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For a complete discussion of.;tjie CEU, readers may purchase The 
Continuing Education Unit Qriteria and Guidelines from th^ National 
University Extension Association, One Dupont Circle, Suite 360, Wash- 
ington, i.e. 20036. Single copies cost $5.00. 




CRITERIA FOR AWARDING CONTINUINp EDUCATION 
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UNITES 

'iTht ''r'"' organizations in Illinois are potentially " 

CEU. In order to do so, the institution or organizatioj^must? meet the 
following administrative and program requirements J-^, ^ 

ADMINISTRATIVE REQUIREMENTS. 

a^oZ^nf.H"'°V'"''^^'°^^"'^ ^^^"^'^ CE'^ participation in 
a continuing education^ogram must: - • y 

1 . ertploy^ competent processional staff in a recognizable educational 
, unit, through which continuing education pro^am^ can he 

organized, coordinated^andaapiimstered, ,7 

2. assume admmtstrative' responsibility for fulfilling education^/ 
,\ 'nstructional objectives and meeting program criteria- ' ' 

■ iHr.Tn ^p:p^°P"^'« educational/instruchonal facilities, 
eqmpmen" ' '"'^ '"^'^""^'ional aidsS,^ 

4. develop and maintain a permanent record system such'^Hat, 
individual records can be made available to participants on request' 
in jointly sponsored programs, record keeping must be delegated to 
a single sponsor. 

PROGRAM REQUIREMENTS 

activity:"""' '"'"^"^ or recorded unless t*he continuing Education 

1 - satisfies all aspects of the defimtion of the CFU 

2.. IS planned for a specific clientele whose representatives ^hen 
applicable, .have been involved in designing the program ; • 

3. has clearly stated educational objectives; 
' 4. will be conducted by qualified instructional personnel; - 

5. specifies performance objectives before the program begins- 

6. requires registration details sufficient for a permanent record of 
individual participation; ' " « 

7. can b(»^aiMated by 'procedures designed during the planning 
protess to measure quality and effectiveness; 
includes procedures for estabUshing satisfactory completion by each 
particip^ant and for notifying.the appropriate records 8ffice of CEU 
awarded. 
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UMITATIONS . ' * , 1 

^ ^ ^ A; ' 

CEU should not be awarded for: 

1 , programs carrying academic credit 

2, high school equivalency programs ^ 

3, orientation programs 

4, committee activities , o 
,5, conferences and conventions * . , " . " 

- 6 general broadcast TV and\)ther pubUcSntertamment 

7. work experience r>ot included in an 

8. independent scholarship or self-directed study which is not subject 
to later verification 

9. membership in professional or occupational societies * ^ 



OPERATING GUIDELINES 

CALCULATING THE CEU 
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Assisted by those directly involved in the program to be offered, the 
director of the ediicatfonal office administering the program should retain 
final responsibihty for the number of units to be assigned. No assignment 
sliould be ma^e until objectives, content, format, metliods of instruction 
and pro-am schedule have been established. Once these requirements have 
be^n met, units must be assigned before the* program begins. If .major 
changes in the program suggest jiecessary adjustments in the units assigned, 
the director or coordinator of the prograpi should make the appropriate 
recommendations. Under no circumstances should CEU be^ awarded 
retroactively, ^ " , , j . - 

CEU should be awarded for complete instructional hours. For example, 24 
contact hours, 24,50 contact hours or 24^75 contact hours should all be 
assigned 2,4 CEU, ' 1 

In programs involving less than ten contact hours of instructilbn (less than 
one CEU) ca^p must be taken to justify awarding any CEU'. Shorter 
programs often do not meet all program criteria, ^ . 

Contact hours sliqj^be obvious where programs invohre classroom or 
meeting session^houn^U^ontraditional methods of instruction, laboratory 
work, clinical exprfitn^, field trips, independent study or correspondence 
•^courses must be translated into equivalent classroom hours in order to 
determiner apptopriate CEU, 
^\ 

Study time related t^signmfent preparatioh and meeting time devoted to 
announcements, reports, business and social activities sl^ould not be 
included in calculating CEU, 

VERIFYING COMPLETION ' 



Only satisfacjtoy- completion of the, program should merit the final award 
of CEU, Iwpilar attendance (noteless than eighty percent of thft 
instructional hours) should serve as *a minimum requirement for 
satisfactory completion, but more ri^rous standards may be established 
by the planning committee, course director or class instructor. 
Requirements for program completion should be verifiable for individual 
participants. ' ' * 
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Permtnent records should bQ estabjh^hed for eatXhVparticipaht completing 
the program satisfactorily. Th6se-r.eeords should be maintained ^Ven if the" 
participant does- not anticipate a need for a record in tS|^futiire/4^; y 

RECORDKEEPING * " ^ ' 

Ta enable user groups to evaluate programs for which CEU are "awarded, ^ 

sponsors mu^t establisji, permanent participant Records which convey^ 
' acci|ra*te and> descriptive d^ta, These records should be avail^le on request 

o^ihe participant ^d should constitufe an official record of cumulative 

continuing edirditionfictivity. , 

- , //i • ^ .V - • : . . 

V Records Jiiustj:Qn1aii>:'the^oU"Qwinginforinati^ . 

^hV- 1' Nahif and addre.^^i)f^he 

- -^;2/'1Sam'^Qfthe (jpdm^ - ' • ^ r ,u ^ t. 

37 -Socfal'iecunty'riu^^^ of the indiyMuarparticiiyant.^ * .-'^ W.;!.. 
- ^ 4> titlfi'c/the prb^am or activity (tjie title shoul4^be"a^iie:^4crptiW - 

possible). * ' . ' ' ' 

r5: A':_-l?rief_.--description of the " progyain \or acrivajf givuig some. 
/'ih'dic"atiojfi-Of content, level, cffejectives and format, 
'\ \. Starting and ending dates of the prograntpr activity. -v 
7. ~Nu^nb|^f.of continuirig education units awarded. 
Additiona^ly^^jecords may contain; 

* ' 1 Evaluation of individual performance, if available. 

2. Identification of^instructprs. . 

3. Location of the program (city or facihty). " ^ -^ ^ 

4. Cooperating organization^cDtupany, agency.," assfi)tiation, ^ or 
institution. » ^ . 

5/ Additional personal mfornaatioiTabouKthe participant (address, 
date of birth, jducational background ,^ci«pioyment status, program 
status, etc.). ^ \r.^ -.l.^ 

MAINTAINING QUALITY ^ 

^ ^ • y ^ 

The critena for awarding CEU are designed to insure consistent standards 

'in continuing e^ucaf ion. proffam^. Since sponsoritig groui^s must work 

closely with user -groups in planning each" program, s^ibject matter and 

instructional tachniques are. object to ffequent review. Improperly 

designed programs and programs which do not adequately meet the needs 

of user groups will be displaced by programs which can. fulfilf -the 

objectives of participants. \. - • j 



.EVALUATION 



^n Zlr!^ uT' ""■^''^^'^ P^og^ams are subject 

to effective methods of evaluation. CEU are to be awarded- only for 
activities with specified performance objectives. .Tjiese objectives' will of 
course vary, but go^ls need to be sufficiently concrete to enable sponsors 
to determine satisfactory accomplishment .> 
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ILLINOIS STATEWH)E.p^^ PLANNING 
COMMTETEE ; -i • • ^ ^ ' 

pr. .Donald Alljanito • • 
>w ,^Dean.ofCpntii}uing Education 
Briidiey University ' 
.* ' K^oy,Crews/, (. ,^ , r 
/ >i ' Director of Cgn'tmuingEdUcatiqn 

' * 'Auronifipllege::'*.^ 

' Dr. David ^. Fjerris • ' • • 



jir^o^ of CQntinuing Education- 
: / 'K(W^k0eCdnmuniiy Col^^ 

, /• 44:isd<Jio/c pean for Continuifig Education 

^ " ,J*':'* A- « -r ' V_ J ' ' .**.'. r*rx Hartal ^ 



/'•./ /Linfdrd'lilarqu.ari'-''' , ■'/,■''{/'■:' >' .:^^y''. 




-' v '^<p/^Sianley Robins&n^ • ■ -'..>i •• 

".- ' ='■■'•./, 'UnUersity of Illinois-' ' '. . . ■■ '. y';'' 
i"--.' ?; ^• ' ,/ ' Dr. Jack-SaihUff^ ^ '' ■ , •' ' ' '> ' 

■■ A N "HiVcSMfenf - '• . ■• ; .• •■ 

if- Moram Valley Community College ^' •.-.'■U. 
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, ' / Thomas Scolt 

' . ' / ' Dean of Continuing Education & Extension 

. y:^^ I / Central YMCA Community College 
" ' ' . Dr, Joseph J. Semrow ' " 

•'.I^ , Executive Director 

, / . /, . Commission on Colleges & Universities 

' / / * .* North Central A$$ociaitori of Colleges 

\ j ' ' - & Secondary StJiools ' ^ ^ 
'^1^1''-/ Arthur StejskaL ' , . ' 

f /\ / Dean of Community Education 
'J: \y \ Thornton Community C^ge . 

f '/y'/ ^ i , JuneTenckhoff ► \ ,^ ^ 

/ ' . /' ' 'A^^^^^^ Dean, Continuing Education , 

y y. ' Western Illinois University } 

/. ' V / Dr. Clive Ve^ ^ \ ^ . 

/ / Dean Of College cftContipuing Education 

Northern Illinois University 
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ILLINOIS OTATEWIDE CEU TASK FORCE 

Dr. Donald M, Albanito / . « 

Bradley University * ^ 

Dr, Robert Dames (effective February 1975) 

Illinois Community College Board 
ghe^wood Dees . ' ^ . 

' Division of Vo^^atioml & Technical Education 

Dr. John Forbes 

' Illinois CommunitxCollege Board 

Dr. Marian Frerichs 
: Illinois Nurses' Associatibn 
' ^ • Richard Frey 

Kankakee Community College 
Dr. Wayne Giles . » 

IlUriois Office of Education 
George Hackler 

Eastern IllinoisVniversity 
Janell Jarrard 

. Lincoln Land Community College^, 
Dr. William KeUey 

Illinois Board of HigKer'Education 
Linford Marquart, 

Olivet Nazarene College 
Dr. Jack McFadden 

Northern Illinois University 
Dr: Lee Nattress ' " , ' " 

^Natresources, Inc. 
' Dr. Stanley Robinson 

University of Illinois 
Thomas R. Scott 

Central YMCA Community College 
Dr. Joseph J. Semrow^ 

North Central Association of 
Dr Colleges & Secondary Schools 
Dr. Kenneth Serfass 
^ Southern Illinois University 
, June Tenckhoff 

Western Illinois University 
Dr. liavid Tiedcman 

' . ERIC Clegring House on Career Education 
Dr;CliveVeri 

Northern Illinois University 



RESOLUTION #3: CENTRALIZED CEU RECORD SYSTEM 
FOR ILLINOIS . 

WHEREAS the Task Force recognized the primary objective of the CEU as 
its service to the adult student; and 

WHEREAS the accumulatiojy of CEl) on a record may be of m^or 
importance to current or future employers and licensing agencies; 

THEREFORE BE IT RESOLVED that the Task Force of the CEU in 
Illinois recommends the establishment of a central data collection 
and retrieval system. This system would allow arwrfggmulation of 
* CEU for an individual student wherever he might have 
participated in a program, thereby allowing a transcript to be 
produced for hiajor her use. The central system would not be a 
re^latory or governing agency, but would exist for the sole 
I purpose of serving the adult student participating in continuing 
education activities throughout the State of Illinois. 
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APPENDIX A 
(Sample Form) 

INSTITUTIONAL REQUEST TO AWARD " 
THE CONTINUING EDUCATION UNIT 

f 

(Name of Administfative Unit) 



1. Activity Title 



(Name of CoUege^r University) 



Dates 



2. Format^ 



a 
□ 



Seminar 

Workshop 

Institute 



□ Short Course 

□ Sequential Evening Class 

□ Other 



3. Individual Program Part of a Series 

4. Activity Dncription: 

5. learning Objectives of the Activity: 



6. Learning Level: Post Secondary 
□ Special 



7. Cooperating Organization: 

8. Prinury Contact Person: ^ 



□ Undergraduate 

□ Postgraduate 



(IDENTIFY) 



□ Graduate 



i 



TITUE 



NAME ^ 
PHONE 



ADDRESS 



9. Fee Schedule Per Participant: 
^ource of Funds: 



-4- 



10. Antidpatad Number of Participants 

11. Location bf LearmrHl Activity: 



Minimum 



_Maxtmum 



ERLC 



•15 



5>n 



12. Total Contact Hours Recommended CEU Units (Note that ten (10} 

. contact hours equals 1.0 CEU; round oH to the Ipwest-IOth.) 

♦ 

13. Criteria for Determining Satisfactory Completion in Awarding C,E,U. 
» • 

14. Instructional Resources: 

NAME ^ .AFFILIATION PHONE 



15. Academic, DepaVtment Consultant Is) . 

PKot^E 

. — — \ ' « 

, • 

16. All Requirements Have Been Met and Approval Is Hereby Recommended: 



DATE 



ACTIVITY COORDINATOR 

^ DATE 

SPONSORtS RCPRESCNTATIVS ^ 

_l_ DATE 



rORTME INSTRUCTIONAL STAFF 

. 17. Approval Granted for CEU 



18. 



(HKAD \r ADULT EDUCATION ADMINISTRATIVE UNIT) (DATE) 



(OtHCR CENTRAL ADMINISTRATOR) (DATE) 



NOTE: ACTIVITY COORDINATOR: PLEASE COMPLETE = 
COPY OF THIS FORM. SECURE SIGNATURES REQUESTED UNDER 

ITEM 1« AND RETURN BOTrfTO THE ADULT EDUCATION 
* ADMINISTRATIVE UNIT FOR PROCESSING. 



18. Reviewed by the Administrativt^ Unit's, Continuing Education , 
Unit Committee: ' ' 
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